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SUBJECT: Public Affairs Directors’ Performance Evaluation Rating Process
for Fiscal Year 2008

Pursuant to Department Organization Order (DOO) 15-3, “Office of Public Affairs,” dated
February 23, 1995, the Director of the Office of Public Affairs (OPA) shall share with
operating unit heads the responsibility for preparing periodic performance evaluations on each
operating unit's senior public affairs officer. It is recognized that most plans do not contain a
distinct critical element for use by OPA to provide input, however, the input is still required.
Thus, for the current performance management cycle, the appointing authorities must ensure
that due consideration is given the Director, OPA’s, input in development of the employees’
final ratings.

The details relative to the end-of-year performance appraisal procedure are outlined below:

1. The operating unit public affairs directors’ annual performance plans must be provided
to OPA by October 1, 2008.

2. On the basis of the plan requirements, the Director, OPA, will provide substantive
narrative input on the employees’ performance to the employees’ rating officials and

provide it to the appointing authorities by October 15, 2008.

3. The rating officials must consider the Director, OPA’s, input and develop a final rating
of record.

If you have any questions concerning the final rating process, please feel free to contact me on
(202) 482-4807.

cc: Principal Human Resources Managers



